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Accessing Google Calendar
WWW.google.com

Sign in
A faster way to browse the web
-
Install Google Chrome

Google Search I'm Feeling Lucky

W@d Use the Google tool bar to access the Calendar feature.



Google Calendar

Calendar
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Example: Weekly View




View Your Calendar:
- by Day, Month or Agenda

Google [ o | g Google [ | e
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Example: Daily View _
Googie — 1 Example: Monthly View

Your event was updated.

Calendar Today < > Thursday, May 17, 2012 Day Week. Month

Expand All Collapse All

Thulayi7  2:30pm-3:30pm Computer Class: Word w/ Bling & ©
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Settings

General
Calendar
Mobile Setup




Changing calendar settings

+You Search Images Maps Play YouTube News Gmail Documents Calendar More -
Google o | —
Ca|endar £ > Apr 8 — 14, 2012 Day Week Month 4 Days Agenda More *
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Click the gear wheel in the upper right hand corner to
open Settings, Help and Labs.

‘Display Density’ (Comfortable, Cozy or Compact) is used to affect the layout of your calendar.



General Settings (page 1)

Calendar
Google “ gadmiref@gmail.com -
Calendar Settings
General Calendars Mobile Setup Labs
« Back to calendar
Language: English (US) A4
Country: [United States [*]
(choose a different country to see othertime zones)
Your current time zone: |(GMT-05.00) Eastem Time [*]Labet:

O Display all time zones
Show an additional time zone

Date format: 12/31/2012 n

Time format:

Default meeting length: 60 minutes [
O Speedy meetings

Encourage meeting efficiency and get to your next meeting on time.
30 minute meetings end 5 minutes early, 1 hour meetings end 10 minutes early, etc.

Week starts on: ﬂ

Event dimming:
9 Dim past events

Dim recurring future events

The brightness of these events will be reduced, So you can focus on today. Learn more

Show weekends: @ Yes
) Mo

Default view: Wesk n




General Settings (page 2)

30 minute meetings end 5 minutes earty, 1 hour meetings end 10 minutes early, etc.

Week starts on:
Event dimming:
9 Dim past events
Dim recurring future events
The brightness of these events will be reduced, so you can focus on today. Learn more
Show weekends: © ves
2 No
Default view: Week i

Custom view: 4Days [7]

Location: e.0., East Brunswick, NJ or 08816

Show weather based on my location g Do not show weather
U
@ -F
Show events you have declined: 9 ves
2 No
Automatically add invitations to my calendar: 0 Yes
@ Yes, but dont send event reminders unless | have responded "Yes” or "Maybe™
(8] Mo, only show invitations to which | have responded
Alternate calendar: | No alternate calendar El
N " (]
Display tips: - Yes
@ No
Enable keyboard shortcuts: 9 ves
) No
Learn more

« Back to calendar Cancel

©2012 Google - Terms - Privacy Policy




Calendar
Settings




Calendar Settings:

+You Search Images Maps Play YouTube MNews Gmail Documents Calendar More -

GO\ Jg[e “ gadmiref@gmail.com ~

Calendar Settings

General Calendars Mobile Setup Labs

« Back to calendar

My Calendars Calendars | can view and modify

CALENDAR SHOW IN LIST NOTIFICATIONS SHARING
all none
= Grace A. Dow Memorial Library Reference Notifications Share this calendar Delete
™ Tasks
e A= el Import calendar  Export calendars Unsubscribe: You will no longer have access to the calendar. Other people can still use it normally.

Delete: The calendar will be permanently erased. Mobody will be able to use it anymaore.

. Browse interesting calendars »
Other Calendars Calendars | can only view

CALENDAR SHOW IN LIST NOTIFICATIONS

all none
= US Holidays Unsubscribe
US Holidays

« Back to calendar

©2012 Google - Terms - Privacy Policy

*Notice shortcuts to Notifications and Sharing for each calendar
@ *Notice this calendar is subscribed to US Holidays. The Unsubscribe option is in
Midland  the far right hand column.



alendar Details

. Google
*Access this screen by

« Back to calendar
under My Calendars

Calendar Owner:

on the previous slide.

Location:

*Here, you change the

calendar name, description, «t o
location, and time zone.

Calendar Address:
Learn more
Change sharing settings

*HTML code for imbedding | e

Learn more

Ca Ienda r, etc_ « Back to calendar | Save |

Grace A. Dow Memorial Library Reference Details

CI icki n g Ca Ie n d a r n a m e Calendar Details  Share this Calendar  Nofifications

Grace A Dow Memorial Library Referencd

"gadmiref@gmail.com” <gadmiref@gmail. com=

e.0. "San Francisco” or "New York™ or "USA." Specifying a general location will help people find events on your calendar (if it's public)

This calendar uses your currenttime zone: (GMT-05:00) Eastern Time Set my time zone

Paste this code into your website.
Customize the color, size, and other options

=iframe -
src="https:fiwww google.com/calen |_
darfembed?src=gadmlrefi% K
40gmail com&ctz=America/New_Yo

rk” style="border: 0" width="800" -

ECT Y CITT (Calendar ID: gadmiref@gmail.com)

This is the address for your calendar. No one can use this link unless you have made your calendar public.

EZMET Reset Private URLS

This is the private address for this calendar. Don't share this address with others unless you want them to see all the events on this calendar.

©2012 Google - Terms - Privacy Policy

«Shortcuts for Share this
Calendar and Notifications.




Share Your Calendar

Google

Grace A. Dow Memorial Library Reference Details
Calendar Details Share this Calendar Hotifications

« Back to calendar | Save || Cancel |

[ Make this calendar public Learn more
This calendar will appearin public Google search results.

[ | 5hare anly my free/busy information (Hide details)

Share with specific people

Person Permission Settings
Enter email address See all event details 7
Make changes AMD manage sharing
"gadmliref@gmail.com” <gadmliref@gmail.com> Make changes to events
See all event details

See only free/busy (hide details)

Tip: Sharing with coworkers?
Companies can move to Google Calendar to make sharing easier. Learn how

« Back to {:alendar’ Save l l Cancel ]

Remove




Set Your Notifications

Google “ gadmiref@gmail_com +

Grace A. Dow Memorial Library Reference Details
Calendar Details Share this Calendar Nofifications

« Back to calendar

Event reminders:
Unless otherwise specified by the individual event. By default remind mevia |Email |*| 10 minutes|¥| before each event remove

Fop-up | > 10 | minutes | ¥ | before each event remove
Add a reminder

Choose how you would like to be notified: Email SMS
New events: O
Receive a notification when someone sends you an invitation to an event.
Changed events: [}
Receive a notification when someone sends an update about a changed event.
Canceled events: O
Receive a notification when someone sends an update about a cancelled event.
Event responses: O
Receive a notification when guests respond to an event for which you can see the guest list.
Daily agenda: O

Receive an email with your agenda every day at 5am in your current time zone.

Q Setup your mobile phone to receive notifications

« Back to calendar Cancel




Mobile
Settings




Mobile Settings:

+You Search Images Maps Play YouTube News Gmail Documents Calendar More ~

GO\ nge “ gadml

Calendar Settings

General Calendars Mobile Setup Labs

« Back to calendar

Notify me on r_”"r cell phone: ] ! Phone notifications disabled.

Start by selecting your country, and then enter your Status: To enable mobile nofifications, complete the information below.
phone number and carrier. Finally enter the
verification code sentto your phone. Other charges

may apply.
e Country: United States E

Why havent| received my verification code?

Phone number:

Carrier: See Help Center for supported providers. | Send Vernfication Code

What carriers are supported?

Verification code:
Please enter the verification code sent to your phone

« Back to calendar

©2012 Google - Terms - Privacy Policy

E‘I\"Nll@l



Events

Creating
Editing
Deleting




Create a New Event
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Calendar
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Editing Event Details:

Google
- —

|

4/16/2012 11:00am to 12:00pm 4/16/2012
[CJalday [JRepeat...

Event details Find a time

Time zone

Where

Calendar |Grace A Dow Memorial Library Referener

Description

Event color |..... .
Reminders ? ﬂ x
FPop-up :l? minutes :l x

Add a reminder

Show me as () Available '@ Busy

Privacy @ Default C'Public ' Private

Learn more about private ve public events

Want to add attachments? Learn how to enable the lab!

N “

Add guests

Enter email addresses

Guests can | modify event
invite others
] see guest list

Add




Recurring Events

Google Google =
- Discard - m Discard

Book Club Meeting Book Club Meeting

6/20/2012 11:30am to 1:00pm 5/20/2012 =

5/20/2012 11-30am to 1:00pm 5/20/2012 Time zone
Repeat

Al day [#IRepeat

Event dtas Repoats: [Weey 7]

Event details Find a time
Repeat every: EEweeks

[an day 0 Repeat. ..

Where
Where Repeaton: W sOmOTHOwOTOFOS
Calendar |Grace A Dow Memaorial Library ReferencelZl Starts on:
LEsLIpUUN modify event
e Ends: @ Never
Description invite others
) After occurrences
see guest lis|
@ on
Event color u u n Summary: Weekly on Sunday

Eventcolor [ [T ETE HET Reminders  gmail [] 10 minutes|~] bone  Cancel
Reminders |gmajl 10 minulesi Pop-upE 10 mmutesE

x
- Add a reminder
Pop-up i 10 | minutes i x

Add a reminder Show me as () Available ‘@ Busy

. Privacy @ Defautt C'Public ' Private
Show me as (0 Available @ Busy

Learn more about private va public events

Privacy @ Default (©)Public ) Private
Want to add attachments? Learn how to enable the labl

Learn more about private vs public events

Want to add attachments? Learn how to enable the labl

Choose “"Repeat” to open pop-up window.
(Also can choose “All Day”)




A\

uick Add” Feature

Calendar =y
v
GMT-05
+ May 2012 < 5am
S MTWTF S
2030 1 2 3 4 8 bam
6 7 8 9 10 1112
13 14 15 16 17 18 19 Tam
20 21 22 23 24 25 26
27 28 29 30 21 1 2 8am
34 5 6 7 &8 9
9am
v My calendars =
10am
» Other calendars [
11am
12pm
1pm
2pm
3pm
4pm
5pm

£ > May 20 - 26, 2012 Day Week Month
Sun 5/20 Mon 521 Tue 5/22 Wed 523 Thu 5/24
Event | Appointment slots New! x

When:  Mon, May 21, 2:30pm — 3:30pm

What:  Gmail & Google Class @ Library]
&.q., Breakfast at Tiffany's

Create event  Edit event »

4




Create an Event via
Text Message

e Send a text message with
your event's details to the
shortcode "GVENT"
(48368).

e For example, if you send a
message with something
like "Shopping with Sarah
at Monterey Market 5pm
Saturday," Google Calendar
should figure out what you
mean and write the new
event into your calendar.




Edit or Delete
Events




Edit or Delete Events

Calendar Toaay < > May20-26 2012 Day
TE v Sun 5120 Mon 521 Tue 5/22 Wed 5/2;
GNT-05
+ May 2012 <> 5am
S MTWTF S
29301 2 3 45 gam
6 7 & 9 10 1112
13 14 15 16 17 18 19 7am
2021 22 2324 25 26
27 28 29 30 1 1 2 Bam
3 45 6 7 8 9
9am
» My calendars []
10am
v Other calendars [*]
Y 11am
B Gmail & Google Class @ Library x
12pm
Mon, May 21, 2:30pm — 3:30pm
1pm
Delete Edit event »
2pm
3pm -
4pm
Spm




Other Helpful Tips:

e Add “Interesting” Calendars
e Add Community Calendars
o Search Calendar Events

e Print Your Calendar

o Calendar Tasks



Add "Interesting” Calendars:
[ tou_Sewch_imoges _Maps _Play_YouTube _Wows_Gral_Documens _Calendar _ore |

Calendar Tod € »  Apr22-38 2012 Day
ATE ¥ Sun 422 Mon 4123 T 4124 Wi
Earth Day
- April 2012 Y GUT-0%
S MTWTTF S gam
25 26 27 28 29 30 31
1 2 3 456 7 Zam
g o 10 11 12 12 14
15 16 17 18 19 20
10am
222324 25 26 27 28
230 1 2 3 4 5 ¢
11am
v My calendars -
12pm
= Dther calendars [=
Ak & triend's calendar Add & friend's calendar
B U Holidays Browse Interestng Calendars
Add by URL
Irmport calendar
Sattings
Spm
Gpm
Tpm




Dow High Athletic Boosters

Zo-x $00

H. H. Dow High Calendar of Events
Tosay | IEH B Monday, April 23 ~ BPrint
Wednesday, April 25 &
DHS - Sports Bo
Friday, April 27

DHS - No School - Professional Development

T
d

r Spaghetts Dinner

il

ECoge Comoan)

Lest Updste: dprit 2, 2012

K the Google Calendar
{.'-I}LI;S,E Eeiendar]

dd it to your personal
ndar.

sYou Search

Maps

Play

YouTube

Add Community Calendars:

News  Gmail Calendar More -

Mon 4/23

Do you want to add these calendars?

H. H. Dow High
MP5 District Events

)

Wieek




.“! ~ @

Search Calendar Events

Google
Calendar

CREATE ¥

= Apil 2012
S MTWTEF

4 9 10111213
15/16|17 18 19 20

29 30

v My calendars

v Other calendars

1234 867
14 Gar
2

22 23 24 25 25 27 22

nages Maps Play YouTube MNews Gmail Documents Calendar More -
s o]

< > Ape1s-22012 Day Week

Sun 415 Mon 416 Tug 417 Wed 4118

5

uments  Calendar

Calendar - 5 results for class

Wed May 9 2:30pm — 3:30pm * Computer Class: Google Maps &
= May 2012 >
s M TWTEF & Thu May 10 2:30pm - 3:30pm Y Computer Class: Word w Bling @ D

1
T a

Tue May 13 T:00pm - B:00pm Y Computer Class: Picasa Digital Photos

Thu May 17 2:30pm - 3:30pm HComputer Class: Word wi Bling @ 2

Mon May 21 2:30pm - 3:30pm tGmail & Google Class & Library @

" "-1',' calendars

v Other calendars -

Your search results will look like this




Picasa Digital Photos on Tue May 15, 2012 at Tpm.

Print Your Calendar

[ 4 hups /s goog

Calendar Print Preview

Mon May 7, 2012

2:30pm - 3:30pm
Wed May 9, 2012

2:30pm - 3:30pm
Thu May 10, 2012

2:30pm - 3:30pm

gadmirefi@gmail.com, US Holidays
Introduction to PowerPoint

Computer Class: Google Maps
Computer Class: Word w/ Blin
May & - 15, 2042

Normal [¥]

LT

]

dl

g =

]

@ Internet | Protected Mode: On

[(Print ] [ Save As... | [ Cancel |
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Tasks: Pros & Cons

Pros: Cons

e Easy to create a e Cannot create

list, and related recurring tasks

tasks.  Cannot share a task
e Inside of the tasks or assign it to

you can put notes, someone else

a due date e Cannot import or
e Check off tasks export a task list

when completed
e Print your task list



Access Tasks

Google N “ gadmiref@gmail.con|

Calendar Today L4 > Apr22 - 28, 2012 Day Week Month 4 Days Agenda More ~ 0 -
Sun 4/22 Mon 4/23 Tue 4/24 Wed 4/25 Thu 4/26 Fri 4127 Sat 4/28
Earth Day
- April 2012 < »  GMT-0S
S M TWTF 8 gam i
25 26 27 28 29 30 1
1 2 3 4 5 6 7 gam
8 9 10 11 12 13 14
15 16 17 18 19 20 21 10am
22[23] 24 25 26 27 28
2930 1 2 3 4 5
11am
»
+ My calendars [=]
12pm L
M Grace A Dowglemor...
Tasks
~ Other calendars [~]
Add a friend's calendar 3pm
=|
"] US Holidays
4pm
Spm




Task Icons — Creating Tasks

- gadminaf@gmail com =

gadmiral@gmail com
N T A | Agende — a- I Month 4 Days Agenda More ¥ -
Fri 4427 Sal 428 Tasks Fii 427 Sal 428 Tasks
Default List Default List
[m] > (] »
-~
L]
]
! Indant Tab
3 Undindent  Shift+Tab
Mave up Ctri+Up
Mewe down  Clrd+Dawn
Edit detadls Shifi+ Erﬂe«_
Help =
Show tips
Prnt task list
T View completed tasks
Soit by due date
| Clear completed tasks
Actionss il =» [ refrash Est
Raname list
T Dralate st
MNew list...
« Diafault List

Actions»  + il =




Task Icons — Deleting Tasks

Month

Fri /27

4 Days

Sat 4/28

Agenda

=

gadmiref@gmail.com ~

More ¥ -

Tasks

Graduation Open
House

=] Monday, Apr 2
o Orderlnyitations >
[=| Wednesday, Apr 25

] order
Tables/Chairs

[=| Friday, May 4

[ Write Invitations
=] Monday, May 7

[ mail Invitations
[= No due date

[ Plan Menu

[ Buy Paper Goods

Actions» = ﬁ =




Additional Help:

File Edit View Favorites Tools Help
. Favorites | 2§ Google Calendar Help

Coogle Calendar

@ Intemet | Protected Mode: On

Calendar — < > apzm-man ouy Week  Month  4Deys  Agenda More =
Dispiay Density: Get started @ Howto Looking to leam mare about the new X
Sun 422 Mon 423 Tus 424 Wee 425 Thu 4126 Fria) el Google bar at the top of Calendar?
Eam sy Comforitie n Supgortsd motis prowdsrs Ciick here
Ldtad Cazy va::mﬂlansum Create, ea, o delete Leam more aboutLads features % o
a ~ Additional resor
8am Compact Avout Tasks
snrnihe NIz Reminders, notfications, and Tasks =
1234567 sam Settings Keydoard shortcuts. Syne, imparting, and exporting ouagaton o
B BN - g m ane Schedule resources wa Google I —
1516 17 18 19 20 21 o g o Catendar Get th Itest udates, 08 3 sty
aBl2 55 78 Lats 0s Labe, prvecy Transtesawnersip of s caendarin Senateosuch 3
EE RN - Access Google Calendar and Tasks yourtst e o1 iprove o .
‘Send feedback
alendars. = 0
» My o # Fixa problem
» Oner calendars 7]
o Access issues
Issues crealing, eoting,or deleting
2m Remindars and nothcations issues
= Sharing and invtations
= syme
apm Imporing and exportng issues
Goneraltssues
om
Known issues
tom
7om
am
Done Intemet | Protected Mode: On v R100% v



Question & Answer




